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New User Registration

Step 3

Mew Registration - Select Empl = 1!
g Erter your Employes number, then click 'Ok buttan,

Emplayes number:| 993-93-9993
Last Mame:| Bated

Ok I Cancel I

Key your Social Security Number and Last Name

. ik
and click - .

Steps 4 - 12 provide guidelines on updating your
system Profile screens. Unless noted otherwise,
fields that are grayed out cannot be updated.

Mew User Registration Step 6 = Efj

ﬁ Sign up! g Sign up!
rl Create vour Profile Information \ \@Mﬂmw |
User || TTERED]

(examples: TBear or TokyB or malons] Street “ City: I
Stafs:l_ Zipcod_a’:l.i
Type of Requestor: —Zl l= your residence address same as mailing address? Wzl
Last name:| Bates

First mame ML

Emisil adeiress|

Business Phone |
B Description: ;I } .
ol are enrolled in _Direct‘DeposR:I M 3 }.
Cancel | = | | e =5 I Cancel | <SBack | | Mext o> I

Write down but do not change the User ID. The Key mailing address. If different from

“Type of Requestor” for State employees should be ~ 'e€sidence address, click No and complete
“Employee”. remaining fields.

Mext = |

Complete any blank fields and click

et > |

When all fields are completed, click
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Dept Neme[Scomacraments
Divizion Name:m
Bureau Nama!Cn_arnra_l CA Branch

Uit Code: |UU3
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Street_:l
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State I Zpcode:[ -

Cancel <o Back | Blext = I
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Step 7

Select Person 1}

g Enter last name ar first fewe letters, then click 'Look Up' button;

Last name:lkelled Look Lp I

Cancel | ?

] |

Key the approver’s last name and click
Lok Lp

New User Registration Step 10 Ef.]
ﬁ Sign up!

Long Term Assignment (LTA) Information

Are you on g long term assignment? iNU E

Cancel

Sk | [ et

A Long Term Assignment (LTA) is a pre-approved
business trip of more than 30 days. If you are not

on aLTA, click NE_XJLED_' If you are on a LTA,
select Yes, complete remaining fields and then

et = |

click

New User Registration
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SEIcl Person Step 8 _)g

Hellerman, Matalie K
Kellertnan, Ronald K

trne0d 11 @sco.ca.goy
trne0111@sco.ca.goy

Cancel

ik

Click approver’s name and click
If your approver is not listed, they are not yet
registered. They can be added after they register.
Click Cancel if Approver is not listed.
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ﬁ Sign up!

Miscellaneous Profile:
PPED Agency Codes: Isu'u
Reporting Lnit: iﬂ oo
State Code: |c.a;

4

Finistied I Cancel

Click _Fiished |

Step 9

Select Person i}

g Enter last name ar first few letters, then click ‘Look Up' button;

Look L I

Last name.] L
Diebie K Keller

Ok | Cancel |

If an Approver was selected, the Approver’'s name
will appear in blue on the

. ik
Select Person screen. Click .

Complete remaining fields on the Organization

o Met |
screen and click E_':t‘?_ .

Step 12

Registration Successful

(\i') Registration Request Successfull

Your password has been mailed to (sbates@sco. ca.gov).
Restart application using your new passward.

Thanks!

Registration is complete. Your CalATERS system
assigned password will be mailed to your e-mail
address.

ciek 2|

Note: The system assigned 8 character password
may be changed. Refer to Change Your Password
instructions on the CalATERS web site.
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